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NONAPPROPRIATED FUND POSITION DESCRIPTION JOB TITLE: Catering Manager POSITION
NUMBER 01-0058 JOB SERIES: 1101 LEVEL: NF-3 Summary of Duties:

Plans special events such as membership affairs, command functions, cultural events, balls, etc. Meets with clients,
discusses requirements such as date, number of guests, occasion, and explains services offered, i.e., room,
decorations, menu, entertainment, etc. Makes recommendations, if needed. Costs function, prepares contract, signs
and obtains clients signature deposits, if required.

Coordinates food and beverage needs with appropriate club personnel. Arranges required supplies, decorations,
equipment, and personnel. Maintains private party book and contract file. Follows-up with client evaluation of
services rendered.

May promote catering program. May prepare private party brochures and advertising material. May establish
catering prices. May supervise private party personnel.

Performs other related duties as assigned.

Minimum Qualifications:

Three years experience that demonstrates knowledge of standardized mess/club or comparable food service and
beverage practices and procedures, pricing, and ability to coordinate with various work stations to satisfy customer
catering and party requirements. Skills necessary to assist customers in planning delivery of services. Knowledge of
methods and procedures for purchasing required food products, including proper storage to prevent spoilage and
pilferage. Ability to prepare reports and complete simple contractual arrangements.



